
8 .  Ear l ies t  & Latest  
Dates Of Series 

1974 - Present . ~ _____. ~- I ~- - ' O '  What is the  function of the o f f i ce  i n  which t h i s  record series is created? I. 

The Division of Admhistmtion is responsible for providing achbistmtive support t o  the 
D e m n t .  
general supprt services ; data processing and e a g e m n t  information systems : patient accounts 
services : "and persoGel services. 

Accounting . ~ .. ~ _ _ _ ~ I . _  Benefits -. - - P a p c i s  - responsible for processing payments for benefi ts  and serV;ces -- 
ase-Ctions are Medicad-Nukking Horns, &d.icaid-Other Expenses, Vocational Rehabilitation, 
Assistance Payments, and other benefits (Crippled Children, Cancer, S te r i l i za t ion ,  Mat-Pak, 
Foster Homes, Cuban Refugees, etc. ) . 

This includes general accounting services; budget development and mnagemnt; 
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9 .  Exact Ser ies  T i t l e  
Public Assistance Paid Check Cross-Reference Listing Fi les  



w-* t- 
P K E  1 
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17. Does the  s e r i e s  i n i t i a t e ,  amend or terminate agency po l i c i e s  end procedures? 

18. Could the function be performed i f  t he  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  (o r  major port ion of i t )  regular ly  microfilmed? If yes ,  why? 

20. Does the record s e r i e s  provide data as input t o  an EDP f i l e ?  

21. Does the  record series contain documentation produced 88 EDP pr in tout?  
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22. Has the  Federal Government issued ins t ruc t ions  - governing t h e  retention/dispo- .. [- ] [ X] 
-. 
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Si t ion  of these f i les?  
< _ ~ ~  . +, . . , I  . A  J 

23. Will:kh&e be-a need fo r  these records 10, 15 years  from now? If yes,  what? [ 7 .  [ X I  
1_-1_- _II-.- 

24.  - REQ.UIREYNTS._ " . _, -1 ~ The L following 7 requires t h e  f i l e s  to. be. k e p t  - 5 years : " 
. .  . r .  - . 

a. [ ]STATE. . . b'. .~ [ ]:STAT,Vr.E OF c ..[ ]AUDIT ~ d .  [ ]FEDERAL e  ADMINISTRATIVE . f .  [ ]HISTORICAL 
VALIT& 

. ,  
LAW = - LTMITATION PERIOD ' L A W  ' . DEC TS I O N  

(Cite Law, S t a t u t e ,  or other reason for %he &f.Ls,it;oe rc ,p iremcnt )  
Eased on previous reference experience, a cross reference between check batch number and check 
number is helpful i n  retrieiring in-office and checks stored in Sta t e  Records Center, 

____ 
25. AGENCY RECOMMNDATIONS. This agency recommends tha t  the  f i l e  s e r i e s  be cut off  at the end 

of  each -[]CALENDAR YEAR -[]FISCAL YEAR -MOTHER SeC k l C W  ,then : 
.~ 

[ ] Hold i n  the  current f i les area  ' 'month(s)/ year( , ) :  
[ ] .Transfer t o  [ ] S t a t e  Records Center [ 3 Local Holding Area; hold yea r ( s ) :  .~ . -  . .  -~ . ~- . 

~ ~~ [ ] Destroy'. 9 .. 

[ I Destroy immediately after . -  cut-off. 

, ,  I [ 1 Transfer t o  S ta t e  Archives for  permanent re tent ion.  ~~ 

r -  . .  - . ?. - . ~. . 
.~ 

. ,  
[ -] Other: (Specify) 

Upan receipt of 6-mth  report destroy +l k n t h l y  or peri&c rep&. Cut-off f i l e  at the 
end of the fiscal  year, hold in currwt f i les  are for 5. years; then destroy. . .  

, c- 

(Indicate b r i e f l y  rationale f o r  recomndations above/or write additional remarks) : 


